ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION

1.1
Position Title:

Statistical Investigator Asst. I
1.2 Position Level:             S1
1.3    Major Group:

Planning & Research Services Group
1.4    Sub-Group:

Statistical Services
1.5   Job Code No.:

16.730.06
1.6   Job Location (Complete as appropriate):




National Statistical Bureau
1.7 Title of First Level Supervisor (Official title of the Supervisor):Statistical officer

2 DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in describing order of percentage of time spent on them, or in order of relative importance):

Purpose: Carry out field operations, collect, quality control, supervision and compilation
	Duties & Responsibilities
	% of time

	· Statistical enumerations, compiling and editing of data, data encoding; conduct statistical investigation
	30

	· Preparing statistical tables, calculate simple statistics;
	20

	· Application of correct statistical methods; interpretation of statistical concepts, definitions and classifications in the statistical operations;
	15

	· Rough sketch mapping of enumeration areas, read the maps prepared for enumeration;
	10

	· Operate computers and prepare spreadsheets and word processing;
	10

	· Receive data requests letters; Filing and library management, maintaining daily activity records and field control sheets;
	10

	·  Assist in the preparation of regular publications
	5


3. KNOWLEDGE AND SKILLS REQUIREMENTS: (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):
3.1    Education: Class XII with Diploma 

3.2    Training: Training in Practical Statistics.

3.3    Length and type of practical experience required: Minimum of 4 yrs experience as  Statistical Investigator II or equivalent experience
3.4 Knowledge of language(s) and other specialized requirements: Fluency in Dzongkha and English. Interviewing techniques across the broadband of the position

4.
COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
· The staff will be engaged in clerical jobs as well as in technical jobs. 
· Collection of data through application of various methods, especially quality data, is a complex task. 

· Involves travels to remote areas

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect of the work has on the work of others or the functioning of the organization):

· The purpose it to produce good quality statistics from the field  

· To produce various reports on national socio-economic status

· Good quality data is useful to all ministries, departments, agencies

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions (Describe controls exercised over the work by the supervisor: how work is assigned, reviewed and evaluated):
· Routine time schedule of activities for each person

· Verbal instructions from the superiors

6.2 Guidelines (Indicate, which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

· Mandate of the National Statistical Bureau 

· Instruction Manuals 
7. WORK RELATIONSHIP (Indicate the frequency, nature and purpose of the contacts with others within and outside the assigned organization other than contacts with superiors):

· Regular contacts with the superiors for technical help and supervision

· Regular contacts with the statistical cell in ministries and agencies to collect and disseminate data

8. SUPERVISION OVER OTHERS (Describe responsibility of supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

· Supervise the enumerators during special national surveys

9. JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

· Long hours of work in front of the computer
· Has to mostly be in villages and far-flung places to carry out the surveys.
